































































































H. Discrimination Complaint Procedure

Every department must have some kind of discrimination complaint pro-
cedure. In the appendices, there may be found a suggested procedure.
Departments may adopt the suggested procedure or may develop one of
their own.

1. Affirmative Action Committee

The section on the AAC is fairly simple. Departments should refer to
the outline of responsibilities contained in the Statewide AAP. They
may include such other responsibilities as may be desired. The compo-
sition of the AAC membership must be representative of all racial and
ethnic groups, both sexes (including white males), and diverse job
categories. This section should also detail the length of terms served
by members, the size of the membership, and other such administrative
information., The size of the membership shall be a minimum of five
employees and a maximum of fifteen, unless exceptions are approved by
the Director. Members are appointed by the Chief Executive O0fficer or
the Unit Administrator, whichever is appropriate.

J. Specific Programs

Departments should take every opportunity to inform EOD of those areas
in the personnel system which create barriers to the department's AA
efforts and should feel free to suggest possible remedies.

With this in mind, departments should review the personnel areas listed
in Paragraph J of the previous section (after the utilization analyses
have been completed) to determine the causes of any underutilization
found and to develop specific programs to eliminate barriers to equal
employment opportunity. The specific programs developed must each
include the following information:

Objective(s) to be achieved.

Specific action steps, i.e., methods for achieving the objectives.
Assignment of responsibilities to individuals or to groups of
individuals (e.g., AAC, AAO, Training Coordinator, etc.).

Target dates for comp1etion

A procedure for evaluating the department s progress toward achieving
each objective.
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The types of programs that could be developed if deemed necessary may
include, but not be limited to, the following:

A. Recruitment

1. Specific plans to recruit for positions where underutilization
has been demonstrated, based upon a review of positions, turn-
over rates, and patterns of vacancies.

2. Maintaining contacts with all sources of qualified protected
class appllicants.

3. Ensuring that any recruitment literature is relevant to women,
minorities, and handicapped persons.
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Selection Process

1. Periodic reviews of qualification requirements to ensure that
they are job-related.

2. PReview of position descriptions to ensure proper classifica-

tion.

Review of E ¢ T scales, written tests, and other selection

devices.

Training in proper interviewing techniques for those employees

who conduct oral exams or selection interviews.,

Development of an applicant tracking system to discern any

barriers in the selection process.

6. Ensuring careful job analysis for examination preparation and
validation purposes.
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Upward Mobility

1. Develop a prospectus of anticipated vacancies.

2. Survey the workforce to locate protected class persons who are
trainable for prospective job openings.

3. Create training programs for lower grade employees who are under-
utilized or who demonstrate potential for advancement.

L, Restructure jobs and establish bridging classes between occupa-
tional levels (e.g., clerical - bridging class - professional)
to facilitate progression within occupational area.

5. Publicize upward mobility programs and opportunities within
each organizational unit and throughout the department.

6. Develop a "'skill bank' to match underutilized employees with
available job opportunities.

7. Encourage innovative job assignments such as job rotation -
mobility assignments and work out of class assignments.

8. Conduct sensitivity/awareness seminars for all employees to
encourage acceptance of upward mobility programs for minorities
and women.,

9. Provide career counseling on a one-to-one basis and in seminars.

Wage and Salary Structure

Departments shall ensure that employees are not working out of
classification, that new employees are compensated on an equal
basis according to their qualifications, etc. The wage and salary
structure will be reviewed on a continuous basis.

Benefits and Conditions of Employment

"Conditions' may include a wide variety of things from negative
attitudes to job assignments to accessibility of the work area.
Departments should review their entire organization to determine
what, if any, conditions exist which might create problems for
protected class persons. For example, {f it is determined that

a large number of current employees are resistent to the hiring

of handicapped persons, a department might sponsor sensitivity
awareness seminars for all employees on the problems of the
handicapped and their capabilities for functioning in a work situa-
tion.
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F. Layoff, Recall, Termination, Demotion, Discharge, Disciplinary
Action, etc.

1. Documentation of the reasons for taking any of the afore-
mentioned actions with regard to a protected class employee.

2. Conducting exit interviews to ascertain reasons for voluntary
or involuntary terminations.

There may be many other kinds of specific programs which a department could

develop -~ those listed here are merely examples. The Equal Opportunity

Specialists from EOD will work closely with their assigned departments to assist

in developing programs, in writing the Departmental AAP, and in any other activities
for which assistance or advice Is requested.

NOTE: Any proposed change in a Departmental AAP must be approved by the Director
of Equal Opportunity.
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SPECIFIC PROGRAM OBJECTIVES

The most essential part of an affirmative action plan is the identification of
barriers to equal employment opportunity and the development of specific pro-
grams to eliminate those barriers. The Equal Opportunity Division has evaluated
the State's personnel process and has identified several areas which present
barriers. These areas and the programs developed to remedy the problems are

described in thls section.

Recruitment

A. OBJECTIVE: To increase AAQ credibility and thus, their effectiveness in

recruiting as well,

Action Steps

1. All AAO's will receive training
in personnel management,

2. AAO's will be given more
effective recruitment support.

3. AAO's will be clearly iden-
tified within each department.

Evaluation Procedures

1. The Training Division will report quarterly to EOD the names and depart-

Assignment of Completion
Responsibility Date

DOP Tralning 12/31/78
EOD Ongoing

Chief Executive
Officers Annually

ments of those persons completing the training.

2. AAO's will be asked to evaluate EOD's recruitment assistance on a

quarterly basis.

3. EOD will check the Departmental AAP's for a policy statement which

includes identification of -.the AAO.

OBJECTIVE: To identify additional methods of reaching potential minority,
female, and handicapped applicants and to improve the current

methods.,

Action Steps

1. Improve the current '"Minnesota
Career Opportunities' bulletin.

2. Investigate the possibility of
using signs in MTC busses.

3. Hold informational seminars
for individuals from recruit-
ment resource agencles.

Assignment of Completion
Responsibility Date

EOD and DOP

Recruiting and July 1, 1978

Selection Division

EOD July 1, 1978

EOD/AAQ's Annually




L. Improve the current Directory
of Statewide Recrultment
Resources EOD September 1, 1978

Evaluation Procedures

1. AAO's will be asked to determine whether or not they are locating more
protected class applicants.

2. Resource agencies will be asked for feedback on the informational seminars
and on their degree of success in placing referrals with the State.

C. OBJECTIVE: To make more people aware of the existence of the resume bank and
to improve its effectiveness.

Assignment of Completion

Action Steps Responsibility Date
1. To publicize the resume

bank. EOD July 1, 1978
2. To expand the base of the

resume bank by seeking more

referrals from outside July 1, 1978

resource agencies. EOD/AAQ's and ongoing
3. To improve resume retrieval EOD and DOP Plan-

by computer application, if ning and Data Ser-

possible. vices Division. July 1, 1978
. To improve applicant screening. EOD Ongoing

Evaluation Procedures

AAO's and Personnel Managers will be asked to evaluate the usefulness of the
resume bank on an annual basis.

D. OBJECTIVE: To allow more time for effective recruiting and for representation
of minorities, women, and handicapped persons among the applicants.

Assignment of Completion

Action Step Responsibility Date
1. Classifications will be reviewed EOD, Recruiting

to determine which classes may & Selection Divi-

be opened continuously for appli- sion, departmental

cation and examination. Personnel staff, June 1, 1978
2. There will be greater advance

notice for those positions ‘Recruiting & Se-

which are open on a limited lection Division April 1, 1978

basis. and ongoing
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Evaluation Procedures

1. The applications for those classifications which are opened continuously
for the first time will be reviewed to determine whether or not the action
taken has allowed the objective to be met, i.e., that there are more and
better qualified protected group members among the applicants.

2. AAO's will be asked to determine whether or not the greater advance notice
has allowed them to recruit more effectively.

Selection Standards & Procedures

OBJECTIVE: To ensure that written examinations do not have a disparate Impact
upon any protected class.

Assignment of Completion
Action Step Responsibility Date
To ensure that all tests are Recruiting &
valid, ten examinations per year Selection July 1, 1978
will be reviewed. Division and ongoing

Evaluation Procedure

The Recruiting and Selection Division will report annually to EOD those exam-
inations which have been reviewed for validity.

OBJECTIVE: To enable more protected group applicants to be ""reachable'' on
eligibility lists.

Assignment of Completion

Action Steps Responsibility Date
1. Continue to support affirmative EOD, Recruiting &

action legislation. Selection Division Ongoing
2. A survey will be conducted to

determine the effectiveness of

current pre-service training

programs in placing protected

classes. EOD, AAO's December 31, 1978
3. Pre-service tralning programs

will be developed, where EOD, AAQ's

feasible, for those classes Training

where serious underutilization Coordinators July 1, 1979

prevails.

Evaluation Procedures

1. Hopefully the Minnesota Legislature will adopt H.F. 1402, thus allowing
the Commissioner of Personnel to add names of protected group applicants
to certification lists on which they are underrepresented.




2. If the results of the survey lead to the development of additional pre-
service training programs, such programs will be evaluated one year
after their introduction to determine their success in training and
placing protected group members. '

Upward Mobility

OBJECTIVE: To allow employees who have participated in inservice training
programs to move more easily into higher level positions.

Assignment of Completion

Action Steps Responsibility Date
1. The possibility of developing

"bridging' classes between

occupational levels (e.g.,

clerical - bridging class =

professional) to accommodate

inservice training for indi-

viduals preparing to assume

professional level responsi- December 31, 1978

bilities will be investigated. EOD, AAO's and ongoing
2. Entry level positions will be

opened on a competitive basis Departmental

or on a departmental promotional Personnel Managers

basis or both, depending upon DOP Recruiting &

the request of the department. Selection Division July 1, 1978

Evaluation Procedures

1. Where such classes are developed, their success will be evaluated one
year after their Introduction.

2. EOD and AAO's will determine whether thls process is successful in
promoting employees who have participated in inservice training programs.

OBJECTIVE: To increase the awareness of supervisors and managers to the
needs of their female employees and to encourage acceptance
of upward mobility programs for women.

Assignment of Completion
Action Steps Responsibility Date
To develop and implement sex
awareness training program for EOD, DOP training
supervisors and managers if IPA Division February 1, 1979.

funding iIs secured.
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Evaluation Procedure

Participants, instructors, and AAO's will be asked to evaluate the program
and its effectiveness.

The objectives outlined in the preceding pages will be reviewed on an annual
basis. Completed objectives will be deleted, new objectives will be added, and
current objectives may be modified if necessary. Departments are encouraged to
submit their suggestions for additional objectives to the Director in writing.
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INTERNAL AUDIT AND REPORTING SYSTEM

The State of Minnesota is required by the U.S. Equal Employment Opportunity Commis-
sion to maintain personnel records for the purpose of preparing its State and Local
Government Information Report, commonly referred to as the EEO-4. This report, as
well as the EEO-6 which must be completed by educational institutions under the
State's Jurlsdiction, consists of a breakdown of all state employees by race and
ethnic group, sex, job category, and salary range.

In order to meet this requirement, EOD has established a centralized reporting system.
The system, which will Include quarterly and annual reports and such other reports

as may be later requested by the Director, will allow EOD to monitor and evaluate

the State's progress in Its affirmative action efforts. For the first time, all
reports will be submitted on a fiscal year basis Instead of on a calendar year basis.

A1l reports shall be submitted to the Equal Opportunity Specialist assigned to each
department as follows:

Quarterly Reports

1. Quarterly reports shall be submitted no later than the end of t?e last
full weeks in October (1st Quarter), January (2nd Quarter), April (3rd

Quarter), and July (hth Quarter). Cutoff dates will be supplied in
advance.

2. They shall be submitted (In the format prescribed by EOD) by all depart-
ments which are required to have Departmental Affirmative Action Plans,
(See page 13).

Annual Reports

1. Annual reports shall be submitted no later than the end of the last full
week In August of each year by all departments which are required to have
Departmental Affirmative Actlion Plans.

2. They shall consist of a thorough narrative, with statistics and charts as
necessary, describing the department's progress In meeting fts goals and
objectives for affirmative action, as outlined in the Departmental AAP,

Both the quarterly and the annual reports will be used by the Director of Equal
Opportunity to assess each department's progress and to determine whether or not a
""good falth effort'' Is being made to achieve equal employment opportunity. In

the event that a department is placed In a status of noncompiiance by the Director
of Equal Opportunity, the Director may require monthly status reports and any
other Information which may be deemed necessary. The EOD will work closely with
the department in order to rectify the noncompliance status.,

From time to time, EOD and/or a Federal enforcement agency may decide to do an
intensive on-site audit and evaluation of a department's efforts to comply with
the laws, regulations, and orders mandating affirmative action. This audit and
evaluation will be very thorough. Departments should have available the following
information which will be needed by the Investigating team:

1. A copy of the department's Affirmative Action Plan.

2. Coples of any work force and/or utllization analyses done within the
past two (2) years.
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3. Copies of any certification 1ists used during the past twelve (12)
months.

4. A list of all provisional employees including job classification,
minority status, sex, and handicap, if any.

5. A list of all seasonal and temporary hires for the past twelve (12)
months by job classification, minority status, sex, and handicap, if
any.

6. A list of all promotions, transfers, new hires, terminations, and
exit interviews for the past twelve (12) months, Including the job
classification, minority status, sex, and handicap, 1f any, for each
employee concerned.

7. A list of all disciplinary actions taken during the past twelve (12)
months including the job classfication, minority status, sex, and
handicap, if any, of each employee involved as well as the dates of
such action and the reasons for the actions.

8. A list of all training courses offered during the past twelve (12)
months including the name, job classification, minority status, sex,
and handicap, if any, of each employee taking each course. The list
should also show the hours required for each course, the hours com-
pleted by each participant, and the results, if any, of the training.

9, A list of all recruitment resources utilized during the past twelve
(12) months, the minority status, sex, and handicap, if any, of any
job applicants recruited from each source, and the result of the
recruftment effort. h

10. Copies of any personnel policies or procedures that are unique to the
department, including those relating specifically to affirmative action.

11. A 1ist of all discrimination complaints filed during the past twelve
(12) months, the basis for each complaint, the result or current status
of each, and the job title, minority status, sex, and handicap, 1f any,
of each complainant.

12. Copies of the minutes of the Affirmative Action Committee meetings and
coples of those.of the Equal Opportunity Council meetings, if applicable.

The investigating team may require such other information as it may deem necessary
in order to make a complete evaluation of the department's efforts to achieve equal
employment opportunity. The investigating team may interview a sampling of
employees from all job categories or may use survey questionnalres to elicit addi-
tional information.

Please note that any of the aforementioned audit and reporting procedures may be
waived, augemented, or changed by the Director at any time. Departments, in
designing their own internal audit and reporting systems, are free to adopt such
procedures as may be desired.
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APPENDIX A

DISCRIMINATION COMPLAINT PROCEDURE

To ensure equality of opportunity in the state service, the Equal Opportunity
Division (EOD) of the Personnel Department has established this discrimination
complaint procedure for those departments which do not already have such a pro-
cedure as an approved part of their Affirmative Action Program. All employees
have access to this procedure or to whatever equivalent procedure is in use in
their department. This procedure is designed to attempt to resolve problems
internally before seeking redress from an outside authority. While all employees
have the right to file thelr complaints with the Minnesota Department of Human
Rights or other enforcement agencies at any time, we urge them to use this
internal procedure before doing so. Anyone filing a complaint under this pro-
cedure shall do so without fear of coercion, reprisal, or intimidation.

DEFINITIONS
"Complainant'' means the person who files the complaint of discrimination.
""Day'! means a working day.

"Department'' means any agency, division, board, institution, or other entity of
the executive branch of the state government which is using this procedures.

"Employee' means any employee of a department using this procedure. This term
shall include, but not be limited to, all classified and unclassified employees,
regardless of whether they are seasonal, temporary, part-time, full-time, pre-
service trainees, probationary, provisional, unlimited, student workers, or
intermittant employees.

""Respondent'’ means a person or an entlty against whom a complaint of discrimina-
tion has been filed.

"State Government'' means the government of the State of Minnesota.

RESPONSIBILITY OF DEPARTMENT EMPLOYEES .

All employees shall respond promptly to any and all requests by the Affirmative
Action Officer (AAO) for information and for access to data and records for the
purpose of enabling the AAO to carry out his/her responsibilities under this
complaint procedure. The failure of any employee to comply with the requests of
the AAO shall be reported to his/her Immediate supervisor and/or the Chief
Executive Officer.

WHO MAY FILE

Any employee of a department of the state government who believes that he/she
has been discriminated against by reason of his/her race, creed, color, sex, age,
national origin, religion, reliance on public assistance, marital status, or
handicap may file a complaint under this procedure.



THE COMPLAINT PROCEDURE

The discrimination complaint procedure consists of two parts: an informal
procedure and a formal procedure. The informal procedure is ldentical with
that outlined in the Grievance Procedure of the Personnel Rules, Minn. Rule
Persl. 177(a). The formal procedure, however, departs from that described

in Minn. Rule Persl. 177(b) while still allowing the complainant to revert to
the formal step in that rule if the Affirmative Action Officer should determine
that the complaint Is not an equal opportunity complaint, but rather a personnel
concern. Therefore, the discrimination complaint procedure shall be as follows:

Informal (Minn. Rule Persl. 177(a))

A grievance shall be presented by the employee to the immediate supervisor
within 10 days after the occurrence of the event giving rise to the griev-
ance. The supervisor shall give an oral or written answer within 5 days
after such presentation and thereafter the parties shall have 5 days to
attempt to resolve the grievance by mutual agreement.

Formal

If the complaint is not satisfactorily resolved through the informal
procedure, and the complainant wishes to enter into the formal step

of the procedure, the complaint must be filed, within 7 days of the
receipt of an answer from the supervisor, with the Affirmative Action
Officer (AAO) or, in lleu thereof, with the Personnel O0fficer who is
responsible for affirmative action In the individual department

against which a complaint is being filed. In the event that the respon-
dent is the AAO or the Personnel Officer, the complaint may be filed with
EOD.

1. The complaint is filed by completing the "Complaint of Discrimi-
nation Form' to be provided by the AAO. The AAO will provide
assistance in filling out the form, if needed.

2. The AAO will determine at the time the complaint is filed whether
or not it falls within the area of equal employment opportunity,
i.e., the complainant is alleging a violation of his/her right to
equal employment on the basis of race, creed, color, etc.

a. If it is determined that the complaint is not related to equal
employment opportunity but rather to general personnel concerns,
the AAO will immediately so Inform the complainant so that he/
she may pursue the formal step of the grievance procedure out-
lined in Minn. Rule 177(b) within the time limit specified.

b. In the situation described in (a) above and in other situa-
tions in which it Is determined that the complaint is not
related to equal employment opportunity, the AAO shall verbally
inform the complainant and shall follow it up by sending him/her
a certified letter stating that the complaint has been dismissed,
including the reasons for the dismissal, and referring him/her
to the proper authority, if any, to handle the grievance. The
letter should be sent within 2 days of the receipt of the complaint.
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c. |If the complaint is related to equal employment opportunity,
the AAO will, within 2 days of the receipt of the complaint,
send a copy of the complaint by certified mail to all parties
named as respondents. The copy shall be accompanied by a letter
outlining the basic facts of the complaint and requesting a
response to the allegations from the respondent(s) within a
specified period of time.

The respondent(s) shall, within the time period specified by the
notification letter, provide the AAO with a written answer setting
forth his/her understanding of the situation or causes giving rise to
the complaint. |f the respondent(s) fail to provide the answer within
the specified time period, the allegations contained in the complaint
will be considered to be denied by the respondent(s) and the AAO shall
proceed to investigate the case.

Keeping in mind that all data collected may at some point become
evidence in civil or criminal legal proceedings against the respondent
pursuant to Minnesota Statutes Chapter 363 or the appropriate federal
statutes, a thorough investigation may include, but not be limited to,
the following types of data:

a. Interviews or written Interrogatories with all parties involved
in the complaint: complainant, respondent, thelr respective
witnesses, officials having pertinent records or files, etc.

b. All records pertaining to the case whether they be written,
recorded, filmed, or in any other form.

At the conclusion of his/her investigation, the AAO shall review the
findings and shall submit a summary of these to the Affirmative Action
Committee (AAC).

The AAC shall review the summary provided by the AAO and shall make a
determination on the complaint or shall do so after referring the case
back to the AAO if further investigation is deemed necessary. (Note:

any member of the AAC who Is Involved in the complaint as the com-
plainant, as a respondent, or as a witness of either shall not be present
during the review or the discussion of the case by the AAC.)

If the AAC believes that there is sufficient evidence supporting the
complaint, it shall prepare a recommendation for corrective actlon
along with a timetable for such action.

a. The AAC shall send, by certified mail, copies of [ts determination
and recommendations to the AAO, the complainant, and the respondent(s).

b. The AAO shall hold a meeting between the complainant and the respon-
dent(s) in an attempt to settle the complaint through conciliation.

c. |If the conciliation attempt is unsuccessful, the AAO will so notify
the AAC in writing. The AAC will send a letter by certified mail
to the Chief Executive Officer (or Unit Administrator) of the Depart-
ment which shall include the AAO's summary of the complaint, the AAC's
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1.

12.

determination and recommendations, and the AAO's notice that the
conciliation attempt was unsuccessful. The letter will request
that the necessary action be taken to carry out their recommenda-
tions.

d. |If the conciliation attempt is successful, a conciliation agree-
ment shall be prepared and signed by the complainant, the respon-
dent(s), and the AAO. The AAC, as well as each signatory, shall
receive a copy of the agreement.

If the AAC believes that there is insufficient evidence to support the
complaint, it shall prepare a letter to that effect dismissing the com-
plaint and shall send copies of it by certified mail to the complainant
and the respondent(s).

In the event that the complaint procedure has been carried through on a
local level, e.g., an outstate institution within the Department of Public
Welfare, a complainant who is dissatisfled with the determination, or with
the results of the determination, of his/her complaint may appeal his/her
case to the AAO in the central office of the department.

a. The central office AAO shall review the local agency's determination
and action taken to resolve the complaint and shall recommend to the
EOC either reversal or support of same.

b. The EOC shall approve or reject the AAO's recommendation and shall
then transmit the recommendation and the statement of approval or
rejection to the Chief Executive Officer.

c. The Chief Executive Officer shall accept the recommendation or
shall reject it and direct the local agency to take such action
as may be deemed appropriate by the Chief Executive Officer.

The complainant will be notified of the Chief Executive Officer's
decision and/or action.

The AAO shall maintain records of all complaints and any information or
data pertaining to them.

The entire complaint procedure should be completed within 60 days of
the filing of the complaint.

A1l documentation associated with a complaint shall be considered private
information during the course of an investigation. After an Investigation
is completed, all documentation become public information. This is in
accordance with the Data Privacy Act.
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COMPLAINT OF DISCRIMINATION

Informatlon _on the Complainant (You)

Naime : Job Title:

Home Address: Phone:

Work Address: Phone:
Department: Division: ‘ Supervisor:

Information on the Respondent (Person who discriminated against you)

Name: Job.TItle:

Work Address: - Phone:
Department: Division: Supervisor: .

Others who discriminated agalnst you:

Information on the Complaint

Check One: Race Sex Color Creed Religion Handicap Marital Status

National Origin Age Reliance on Public Assistance

Date most recent act of discrimination took place:

If you have flled this complaint with another agency, please give name of that agency:

Describe how you have been dis:riminated against, giving names, dates, places, etc.

This complaint is being filed based on my honest belief that the State of Minnesota has discriminated agalnst me.
I hereby certify that the information | have provided in this complaint is true, correct, and complete to the best
of my knowledge and belief,

Received by: Signature:

Date: Date:




Additional Information on your complaint:

Information On Witnesses Who Can Support Your Case

Names Addresses Phone Numbers
I.

2. )

3.

4.

5

6.
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APPENDIX B

‘ USE OF THE RESUME BANK

Resumes of minorities, women, and handicapped persons are gathered from many
sources including individual applicants, referral agencies, department Personnel
Officers, and department Affirmative Action Officers. All resumes are assigned
to one or more of the 46 occupational categories listed below and are then filed
in the resume bank.

The resume bank can then be used in the following ways:

1. The Equal Opportunity Specialist notifies Individuals whose resumes
are in the bank of competitive Job openings for which they appear to
be qualified.

2. Departments contact EOD to request referrals from the resume bank for
positions available within the departments.

3. EOD contacts the departments to offer referrals from the resume bank
upon receiving notification of unclassified or provisional positions.

L, Department AAO's and Personnel Officers visit EOD and personally
review resumes in the bank.

Departments should be sure to notify EOD as to the status of applicants referred
from the resume bank .

Occupational Categories

Accounting & Auditing « « « « ¢« ¢ v ¢ v ¢ ¢ v v 4 4 e e« . . . 001

Agriculture « « v ¢ v o o v 4 v v s e e e e e e e e s e e e . . 002
Architecture . . . . B e [0
Automotive Equipment - Malntenance I o[

Automotive Equipment - Operation . . . . . . . .. . .. . . . 005
Bench Work Occupations & Handcrafts . . . . . . . . . .. . . . 006
Building & Construction Trades . . . . ¢« « ¢« ¢« « « o« « « « . . 007
Clerical = General . . . . ¢ ¢ v & ¢« v ¢ o o s o o o o« o o« « . 008

Clerical = Specialties . . . « « v ¢ v v v v v o v v v o o .. 009
Clerfcal = Stock . &« & ¢« v « v ¢ « 4 v e 4 v e v o e v « o« . 010
Data Processing . . « « ¢ ¢« o« ¢ o ¢ o o o o o o o o o a0 o o . 0O
Education . . . . . e 0 )
Electronic Communicatlons O 1 K
Engineering . . T

Entry Level ProFessnonal O o)
Equal Opportunity « « « ¢ v v v v v 4 v v v o o v o v v v . .. 016

External Employment Servnce N 1
Food Preparation & Service . . . « « « « ¢« ¢« ¢« « + « =« « « . . 018
General Office Administration . . . B A K
Grounds Maintenance & Janitorial Serv:ces P ¢ VA4
Guidance & Counseling . + v v v v v ¢ & o o ¢ o v o v o o o« . 021
. Health . o @ v 0 0 0 e ot e e v e e e h e e e e e e e e e e . 022
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Occupational Categories Continued

Information/AV/Graphic Arts
Insurance/lInvestment . . . . . . .

Law . . . o e e e .

Law Enforcement/Securlty c e e
Machinery & Equipment Manufacturlnq 8 Repair
Miscellaneous . . . .. e e e e e e e
Natural & Physical Scnences e v e e e
O0ffice Machine & Equipment Operatlon .

Personnel . . . « « v v v v 0w e e e
Planning . . e e e e e e e e
Public & Bu5|ness Admanastratton e e e e e e
Purchasing, Inventory, Retailing . . .

Real Estate/Appraisal . . . . . . . « . « « . . .
Rehabilitation Therapy . . . . . . . . .

Social Work . . . e e e e e e e e e e
Sociology & Psychology e e e e e e e e e e
Stationary Engineering . . . . « « « « « & « 4 .
Statistics v v v v v v e e e e e e e e e e e e
Student . . . . . e e e e e e e e
Sub-Professional Entry Leve]

Summer

Traffic Safety 8 Motor Vehuc]e LlcenSIng .
Transportation, Trade & Utility Regulation
Workplace Regulation . . . . . . . . .
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APPENDIX C

REVISED RACE/ETHNIC CATEGORIES

The U.S. Equal Employment Opportunity Commission has recently revised its race/
ethnic categories for the purposes of reporting employment statistics on the
EEO-4 form (for state and local governments) and on the EEO-6 form (for educa-
tlonal Institutions). The revised categories are defined as follows:

1. White, not of Hispanic Origin. -~ Persons having origins in any of
the original peoples of Europe, North Africa, or the Middle East.

2. Black, not of Hispanic Origin. -- Persons having origins in any of
the Black raclal groups of Africa.

3. Hispanic. -- Persons of Mexican, Puerto Rican, Cuban, Central or
South American or other Spanish Culture or origin, regardless of
race.

L, American Indian or Alaskan Native. -- Persons having origins In

any of the original peoples of North America, and who maintain
cultural identification through tribal affiliation or community
recognition.

5. Asian or Pacific Islander. == Persons having origins in any of the
original peoples of the Far East, Southeast Asia, the Indian Sub-
continent, or the Pacific Islands. This area includes, for example,
China, Japan, Korea, the Philippine Islands, and Samoa.

‘ With regard to the Statewide Affirmative Action Plan, the term '"minority"
includes all of the aforementioned categories except the first, 'White."
Thus, when departments are preparing employment statistics by race or ethnic
category they should use these categories.
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